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-~ 25X1A2d1
T0 All Holders of | 15 September 1960

e

FROM

Chief, OC/RC
25X1A2d1
SUBJECT ¢ Change No. 1 %

REFERENCES: A. OC Notice No. 1-58
B. 0OC Notice No. 62-5¢

1. Please make the following additions to your copy of
25X1A2d1 B notify the OC Records Comtrol by memorandum of the
disposition category assigned to each.

pG+3,1 Bpace Vehicle Detectinn

25X1A6b s0.3.13 N
o0.3. IS 300 T 25X1A2d1

2. Please moke an emendment in the disposition category
under 25.2 to reflect the disposition assigned by 0C-T as "J".

3. Records Control will continue to supervise and control
the OC Functional Files System end Disposition Schedule to in-
sure proper maintenance of the files; to institute refinements

A4 in the index; and to meke additions and amendments to the index
as required by new topics as they are introduced by OC changing
missions and funections,
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R Chief, MICIUB - | 21 Tacictes 1960
SUBJECT:  XUNLUB Functicoal Files Systen and Disposition Scheduls
25X1A2d1 .

. .. . 1, The sttachod document represents the basic fils
- oomtrol plan to be used by both and the ¢ e

| 25X1A2c§:-;gg,m‘ Hesdquarters over a od of tvo years for the

a8 stated in ths foreward to of estadlishing "a uniform
record filing, distribution, and disposal system within KNAD,™ o

R

‘ ‘ 2. Mcmim&mwmnrmwmslﬂtnm
?5 owlctos during the early part of 1960, Concurrently, a "grest house-
1 .- tleaning” took place which resulted in the forwa to archives or
25X‘ﬁA2dT destroying meny cubic feet of no lovger cwrrent meterisl. It is hoped
¥ ~ that you, too, will garner this side benafit of plan JEEE Fote that
8 disposition synbols are provided by the plan. These symbols lster will
. provide asutamatic disposition dates as time passes. e
2%%1»;;2'0!.1 ' ' |

' '3« Other festures of plen [N irciude:

UL L o o
ORI 8. Utilization of the same basic mumbering system s found in
{ w3 the KUBARK Regulatory systeam. | | SRR ETTE

nl 5. . b Aumifors filing system for all KUCLUB activitiss, so that

e s winima of training in filing procedures should be required ¢
de Y’ PATSODNAL DV to uch activity. R : ut
f _ . b. o comuection with 3c above, it is recognized that this first
25 1A2d1 odition of IEEEray not meet all r;quir.mu. IZ additional filing
£ _ categories are needed, your recamendations sbould be farwarded to Eead-
25X1iA2d1 . - ﬁ- for approval and subsequent distribution to other holders of
r L Toose categories inEEEEEEEw:Xed "reserved” are those considared?5X1A2d"

o 8. ,ﬂmdhﬂity and expansion puom.ﬁtiu.

o (’35x1A9a

+25X1A%9a
~ 25X1A%9a

I R s T et TIPS
R L . :



